PHILIP MORRIS U.S.A. 

INTER-OFFICE CORRESPONDENCE 
RICHMOND, VIRGINIA 


To: 

From: 
Subject: 


• PM USA Records Coordinators Date: July 26, 1993 ' 

• L. M. Cummings 

• RECORDS MANAGEMENT MANUAL DISTRIBUTION 

(Revised: June, 1993) 


The Legal Department has asked that I distribute the June,'1993 revised 
version of the PM USA Records Management Manual and Program Instructional 
Booklet to all departmental Records Coordinators, I have also been asked to 
collect the outdated manuals previously issued to your department and any 
copies thereof. 

I am therefore requesting that you collect all of the manuals currently 
maintained in your department and return them to Records Management - M/C, EWB 
by August 6, 1993. Upon receipt, we will send you the revised manual and 
instructional booklet. If you are unable to locate the manual previously 
issued to your department, please notify me of this by the above date. 

Due to the limited number of revised manuals and instructional booklets, only 
one (1) of each will be distributed to each departmental Records Coordinator. 
Additional copies may be made at your discretion provided they can be 
collected and returned in the event of future revisions. 

Please note that all forms, schedules and notices in the manual are samples 
and therefore differ in appearance and layout from the actual documents you 
have been instructed to use by the Records Management Department. Legal has 
reviewed each of our documents and has authorized their continued use. 

Thank you for your assistance in this matter and if I may answer any 
questions, please do not hesitate to contact me on Extension 5949. 


DISTRIBUTION : (See Attached) 


c: 


M. C. Bourlas 
B. J. Case 
S. C. Darrah 
D. P. Dumouchelle 
G. M. Eastburn 
D. F. Keane, Esq. 

D. A. Lynch 

E. R. Merlo 
D. L. Milby 
W. R, Moore 

V. M. Murphy, Esq. 



FILE: P34-C0641 

RMPPI.RC 

Source: https://www.industrydocuments.ucsf.edu/docs/xnglOOOO 


2055183366 




DISTRIBUTION 


’ JUL'IE ABBOTT 
PEGGY ALLEN 
PAT ALVIS 
BRENDA ATKINS 
MARY BAIN 
ANNETTE BAIRD 
MICHELLE BAKER 
PENNY BALL 
BETTY BARCOMB 
MADELYN BARTONE 
BEV BATDORF 
JERRY BAZEMORE 
ROSE BERRY 
KENDALL BETZARES 
DERBY BLACKWELDER 
CATHERINE BLANCHARD 
DONNA BLANKS 
KATHY BOOKER 
BEA BRACEY 
BARBARA BROWN 
MONICA BROWN 
CATHY BURGESS 
JOYCE BYLSMA 
ELEANOR CANNON 
JUDY CASELLA 
ARLENE CHASE 
DAVE CHRISTENBURY 
TRUDY CLAIBORNE 
LINDA COLLINS 
DIANA COLUMBO 
JANICE COMPTON 
LAURIE CONDREY 
AMY COOK 
MARY LYNN COTTON 
CINDY COUNCIL 
SANDY COX 
DARLENE CRAFT 
DORIS CRAWFORD 
ANNA CREWE 
LORIE CROUSE 
CAROL DAVIS 
LINDA DAVIS 
SHARON DEERR 
DEBBY DENNIS 
SUE DOSSEY 
SHARON EGGLESTON 
NICOLE EL 
CHERYL ENGELKING 
DEBRA FARMER 
BOBBY FIELDS 
GLENNYS FLEMING 
CHERYL FLEMMING 
PAT FORD 
ALLISON FOX 
TERESA FRAGOLA 
CHERYL FRANCISCO 
SUE FUGETT 
JOHN FULTON 
JEAN FURR 
GWEN GEORGE 
CAROLYN GETTINGS 


YAMILE GIRGADO 
KYLE GORDON 
NAOMI GRAVES 
SANDRA GRIFFIN 
CAROL GUYLITTO 
JERRY HAAS 
DEBRA HAMLOR 
JACKIE HARGRAVE 
CATHY HARRIS 
BETSY HATCHER 
VELMA HAYES 
MICHELLE HAZELWOOD 
CHRISTINA HERMAN 
MARY HERTEL 
CHARLENE HILL 
LORI HILL 
MARGARET HOBBS 
PAT HOBSON 
JOYCE HOUGH 
GINGER HUDGINS 
SHARON HUGHES 
JUDY HUNT 
FAYE HUNTER 
ANGELA JEFFERSON 
GLADYS JOHNSON 
GLORIA JOHNSON 
BETH JONES 
LESA JONES 
MELVA JONES 
GINNY KEENEY 
MAUREEN KENNEDY 
BRENDA KERR 
BRIAN KIERNAN 
LYNN KING 
CATHY KITE 
GEORGE KITE 
NANCY KLINE 
SUSAN KOCH 
LYNN KRAMER 
CINDY LEFFLER 
RON LINVILLE 
SHARON LISS 
PAM LOMELIN 
BART MAGILL 
DORIS MALLORY 
JUDY MANSINI 
BARBARA MAPP 
JUANITA MARK 
DAN MARKS 
DARLENE MARTIN 
MALLIEU MATHEWS 
RENITA MCBRIDE 
SHERRY MCCOY 
MARY SUE MCLAUGHLIN 
JOYCE MCMICHAEL 
PAT MEALY 
WILLIE MILTON 
MIRIAM MONTGOMERY 
CINDY MOON 
BETH MORRIS 
MIKE MORRIS 


ROSE MOTTLEY 
TOM MULLEN 
JENNIFER NALLEY 
JANE NEWCHOK 
GLORIA NOWELL 
MARY NOYES 
WARREN ONKEN 
CHERYL OSTEIN 
CATHY OSTERBIND 
RHONDA PAIT 
BETTY PERRY 
NANCY PETERS 
CATHY PIERCEALL 
KRISTIN REDMOND 
SUNNI RICHMAN 
NANCY JEAN ROBERTS 
KIM ROBINSON 
REBECCA RODGERS 
RACHEL ROGERS 
CAROL RUNDLE 
DON SCHAFER 
MERRY SUSAN SCHRECK 
BETTY SCRANAGE 
JUDY SELENT 
CHARLENE SHADE 
MARILYN SHAW 
PAM SHAW 
GLENN SIMMONS 
MARY SMITH 
TINA SMITH 
JIM SNIDER 
DARLENE SOUTHERS 
ROSEMARY SPAIN 
LINDA SPILLER 
BETSY STAMPER 
RON STREET 
LORETTA SWIFT 
DICK THACKSTON 
LISA THOMPSON 
MARY TINNELL 
SUE TOWNSEND 
PAT TRAYLOR 
RHONDA TURNER 
JANE VONCANNON 
SONIA WALCOTT 
BECKY WALDRIP 
STEVE WALTON 
LOUISE WEBSTER 
MARY ALICE WHETZAL 
DEBBIE WHITEHEAD 
CAROL WHITEHURST 
KAREN WHITLEY 
JANICE WILLIAMS 
PATTY WILSON 
JANET WINTERS 
LINDA WOODARD 
DORIS WRIGHT 
PEGGY YOUNG 
MARY ZIESER 
DONNA ZUMWALT 


U) . 


OJ 


£0 

CJl 

CJT 

OO 

CO 

CO 

% 


Source: https://www.industrydocuments.ucsf.edu/docs/xnglOOOO 




